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Overview

“Genera Ledger journals’ provides the ability to enter general journalsinto
the general ledger, and the ability to replicate existing journals that recur.

Details Displayed

Date. The date of the journal.
Ref. The reference number for the journal.

Detail. Any detail that isrecorded as an explanation for the journal. This
can be used to replicate journal entries.

Replicate. A previous genera ledger journal can be replicated by
selecting it from this combo and clicking the [Replicate] button. The
combo will list the ‘Detall’ from al previously posted journals.

Template. A template can be selected. A templateis created based on an
existing journal in “General Ledger management (6.1)”. While similar to
‘Replicate’ thiswill only list journals that have been set up as templates.

Type. Select the type that the journal isto be.
e Normal —Only the journal as entered gets stored.

e Accrual —Thejournal is entered for the selected date and the text
‘(Accrual)’ is added to the end of the detail. The same transaction then
appears on the first day of the next GL period with the text *(Rev.)’
added to the end of the detail.

e Reversing— Thisisthe same as accrual except that the extratext is not
added.

Note: Accruals and reversing should only be added in the current period.
If they are added for afuture period then the reverse on the first day of the

== 6.3_1::




next period as the date of the next period is not absolutely known at the
time.

Grid. The grid displays the ‘ Account code’, ‘ Account name’, * Account
type and ‘Dr/ Cr amount’ for each journal line. Thetotalsfor the‘Dr’
and ‘Cr’ columns will be displayed underneath the grid.

Account Code & Name. Select the required account. Refer to “Account
search (1.6)".

Amount. The amount of the journal. Note: Pressing the <Alt> and <B>
keyswill enter the amount necessary to balance the current journal.

Type. Whether the journa isa‘Dr’ or *Cr’. Thiswill be assigned
automatically based on the default setting for the account ‘ Type’ that is
selected for the selected account on the * Account details' tab page of
“General ledger management (6.1)". Account types are created and setup
in “General ledger account maintenance (6.7)”. The setting for thisline
can be changed either by selecting the alternative radio button or by
entering the amount as a negative.

Tax Type. Thetax type of thejournal. Thiswill default to the tax type
set up for the selected account on the * Account details' tab page of
“General ledger management (6.1)”".

Tax Rate. Thetax rate of the journal. Thiswill default to the tax rate set
up for the selected account on the * Account details' tab page of “General
ledger management (6.1)”.

Description. Enter a description for each journal lineif required.

To Enter a Journal

Enter the ‘Date’, ‘Ref’ and ‘Detail’. If thisisasecond or subsequent
journal and the previous journal had a numeric ‘Ref’, this field will
automatically be increased by one.

Replicate a previous journal transaction or create ajournal based on a

template if required.

e Toreplicate ajournal select the required journal and click the
[Replicate] button. The details will be displayed. Add and edit as
required.

e Touseajournal template select the required one and click the
[Template] button. The details will be displayed. Add and edit as
required.

Select the type of journal transaction that the journal is.

If the journal is not areplicant or template click the [Add] button, enter a

journal line and click the [Save] button.

Repeat as required.

Once all of the journal lines balance click the [Process] button. Note: The
[Process] button will only be activated when the totals of the debit and
credit columns of the grid are equal, and not zero.
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To Edit a Journal Line

Select the required journal line from the grid.

Click the [Edit] button.

Make the required changes.

Click the [Save] button.

Note: A journal line can not be edited once the journa has been processed.

To Paste Data From Excel

Enter the‘'Date’, ‘Ref’, ‘Detail’ and ‘ Type'.

The data from the Excel spreadsheet must be entered in the following
structure:

e Column 1 - The account code for the journal line.

e Column 2 — The amount (Debit = positive) of the journal line.

e Column 3-Thetax type (for example E, | or N) for the journal line.
e Column 4 —Theline description, thisis optional.

e Lineswith an empty account code (column 1) are ignored.

e Thereisalimit of 999 linesto the journal. Any more that thiswill not
be imported.

In Excel copy the spreadsheet.

In Chreos right click on the grid and select * Paste from Excel’. The details
will appear on the grid and can be edited and added to if required. Note:
The paste can not be doneif the gridisin *Add’ or ‘Edit" mode.

Tax Issues

When one or more of the journal linesis tax inclusive, once the journal is
processed those lines will have the tax content separated and ajournal line
with the appropriate tax account will be added. The tax account is set up
in“Account linking (6.6)". For example ajournal that includes account
A34 with adebit value of $90.00 inclusive of 12.5% tax will be processed
into two lines, one being account A34 for $80.00dr and the second being
the tax account for $10.00dr.

When ajournal linethat istax exclusive is saved the tax content will
immediately be displayed on the grid as a separate journal line using the
appropriate tax account. The tax account is set up in “Account linking
(6.6)". For example ajournal that includes account A34 with a debit value
of $90.00 exclusive of 12.5% tax will be saved into two lines on the grid,
one being account A34 for $90.00dr and the second being the tax account
for $12.50dr.
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When to Use GL Journals

e Toenterinitial outstanding values for general ledger account when setting
up anew company in Chreos.

e Tocorrect ajournal that has been entered against the wrong account.

e To enter any multi-line general ledger journal and any other journal for
which “ Cashbook” is inappropriate.

Thisinformation sheet is a support document related to the use of Chreos 3 from Wild
Software Ltd only. It does not in any way constitute, nor isit intended to constitute or be used
as, accounting or legal advice. Because Chreos 3 is subject to a process of continuous
improvement Wild Software Ltd can not guarantee that the user’ s version of Chreos 3 will be
identical to the one described herein.
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